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Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■ Designated under Conflict of Interest Code.

■ Duties require participation in the DMV Pull Notice Program.

■ Requires repetitive movement of heavy objects.

■ Performs other duties requiring high physical demand.  (Explain below)

■ None

■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY                                                                                                                      CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■ None ■ Supervisor ■ Lead Person ■ Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	ps373A RAI-II TechTeam

	Title1: Research Analyst I (RA I) or
	Title2: Research Analyst II (RA II)
	Title3: Salary Ranges: $3,247 - $5,029 (RAI); $4,829 - $6,048 (RAII)
	Text1: Join the Data Systems and Survey Design Bureau (DSSDB) team within the Research Services Branch where you can contribute to the state's efforts to help needy and vulnerable populations!  DSSDB is looking for a highly motivated data analyst with strong computer, research, interpersonal and communication skills to support the development and implementation of data collection tools necessary to provide vital information on California Department of Social Services (CDSS) programs.  The RA I/II must have a broad understanding of research and statistical methods and the ability to synthesize data from a variety of disciplines.   The RA I/II will be responsible for development and implementation of automated data reports and surveys to obtain data on CDSS programs to assess and formulate program policies as well as to meet state and federal reporting requirements.  The RA I/II will work closely with all levels of CDSS management, county staff, Legislative staff and other interested stakeholders as necessary. The CDSS offers a competitive benefits package including 12 paid holidays, paid sick leave, a retirement plan and medical, dental and vision coverage. Applicants must include a one-page Statement of Qualifications (SOQ) for this position.  The SOQ is a narrative discussion (not a bulleted summary) of how the candidate's education, training, experience and skills relate to this position.  Cover letters and resumes DO NOT take the place of the SOQ.  Applicants failing to provide a SOQ will not be considered. Who May Apply:  Eligible candidates who are current state employees with status in the above classification, lateral transfers from an equivalent class, former state employees who can reinstate into this class and persons who are reachable on a current employment list for this classification.  Please submit an original signed State Application (STD 678) and a SOQ.  Applicants on the employment list must include a copy of their exam results showing their test score.  Applicants with no state work experience should include a copy of their college degree.  Appointment is subject to SROA and state surplus policies.  Surplus candidates must submit a copy of their surplus status letter.  Applicants will be prescreened; only the most qualified will be interviewed.
	Text3: April HoppisCalifornia Department of Social Services, Research Services Branch 744 P Street, MS 9-13-42; Sacramento, CA 95814 (916) 653-1800 or april.hoppis@dss.ca.gov 
	Text1PS373A_2PG1: 
	Text2PS373A_2PG1: Research Analyst I (RA I)
	Text3PS373A_2PG1: 800-631-5729-710
	Text4PS373A_2PG1: Administration/Research Services Branch
	Text5PS373A_2PG1: Data Systems and Survey Design Bureau (DSSDB)
	Text6PS373A_2PG1: LeeAnn DeSalles
	Text7PS373A_2PG1: Staff Services Manager I (SSM I)
	box8PS373A_2PG1: Off
	box9PS373A_2PG1: Off
	box10PS373A_2PG1: Off
	box11PS373A_2PG1: Off
	box12PS373A_2PG1: Yes
	box13PS373A_2PG1: Off
	other14PS373A_2PG1: 
	date15PS373A_2PG1: 
	date16PS373A_2PG1: 
	box17PS373A_2PG1: Yes
	box18PS373A_2PG1: Off
	box19PS373A_2PG1: Off
	box20PS373A_2PG1: Off
	ssup21PS373A_2PG1: 
	number22PS373A_2PG1: 
	lead23PS373A_2PG1: 
	mission24PS373A_2PG1: The DSSDB is responsible for the collection, analyses and dissemination of timely and accurate data that provides the Department with vital information on its programs.  These data are the basis for budgetary projections, assessment of program policies and evaluation of outcomes.  The data also provides information relative to program trends, issues and emerging needs.  The DSSDB functions also include the design of surveys and data collection methods.
	concept25PS373A_2PG2: Under the close supervision and guidance of the SSM I, the RA I assists in providing technical support for the Bureau’s data collection efforts regarding the California Department of Social Services’ (CDSS) operations and programs.  The RA I assists in the maintenance of the Bureau’s Excel and Access based statistical data reports and survey systems; explores possible improvements to these data collection systems and assists with implementation of those improvements; works with a team to develop, conduct, analyze and present ad hoc reports on a variety of CDSS issues.  The RA I must have an understanding of research and statistical methods and the general principles, concepts and terminology used in research.
	responsibilities26PS373A_2PG2: 40%   Assists the lead analyst with the maintenance of the Bureau’s current automated systems for collecting          statistical data reports and survey responses.  This includes applying Excel techniques to format data collection          tools, to create validation statements and formulas and to produce charts and graphs.  Assisting in creating          Access databases to develop, conduct, analyze and present ad hoc data studies on a variety of CDSS issues. 25%   Assists the lead analyst in designing, developing and implementing automated surveys and other data          collection instruments to obtain data on CDSS programs to assess and formulate program policies and/or          direction as well as to meet state and federal reporting requirements. This includes determining survey          population, sampling strategies, developing research questions, data base design and data compilation,          analysis and presentation.10%   Design, develop and implement methodologies and processes to conduct and monitor systematic, critical and          intensive investigations of CDSS programs, policies and procedures.  Employ the application of sound and          ethical research principles, determine study scope, design and implementation.10%   Assists the lead analyst in completing ad hoc special projects as needed.  This includes assisting with the          review on data collection methods developed Department organizations as well as compiling, analyzing          and displaying information/data obtained by these other organizations.10%   Assists lead analyst in developing, preparing and making presentations to all levels of management.  Assists in          developing queries using software packages (e. g. Excel, Access, PowerPoint).  5%    Performs other duties as required.
	supervision27PS373A_2PG3: The RA I receives close supervision and direction from and reports to the SSM I.
	administrative28PS373A_2PG3: None.
	personal29PS373A_2PG3: The RA I has frequent contact with Departmental personnel and County personnel regarding data collection efforts.
	actions30PS373A_2PG3: The RA I assists in providing data to Department policy-makers and program staff for the development of policy and/or determination of program direction.  Lack of oversight on the part of the RA I could lead to inaccurate data reporting and faulty findings and the risk of adopting procedures and policies that are not effective in improving the outcomes for those in need of social services.  Much of the data collected is used to meet state and federal reporting requirements and the risk of incurring fiscal sanctions may occur for failure to meet reporting requirements and deadlines.
	other31PS373A_2PG3: Ability to reason logically and creatively; present ideas and information in a concise and effective manner both orally and in writing; demonstrate open-mindedness, flexibility and tact.
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	ssup21PS373APG1: 
	number22PS373APG1: 
	lead23PS373APG1: 
	mission24PS373APG1: The DSSDB is responsible for the collection, analyses and dissemination of timely and accurate data that provides the Department with vital information on its programs.  These data are the basis for budgetary projections, assessment of program policies and evaluation of outcomes.  The data also provides information relative to program trends, issues and emerging needs.  The DSSDB functions also include the design of surveys and data collection methods.
	concept25PS373APG2: Under the general direction of the SSM I, the RA II provides a variety of complex technical support services and research activities to support the Bureau’s data collection efforts regarding the California Department of Social Services’ (CDSS) operations and programs. The RA II is responsible for the maintenance of the Bureau’s Excel and Access based statistical data reports and survey systems; explores possible improvements to these data collection systems and oversees the implementation of those improvements; conducts county and other user surveys; utilizes the Geographic Information Systems (GIS) software for graphical displays of data; and works with a team of analysts to develop, conduct, analyze and present ad hoc data studies.
	responsibilities26PS373APG2: 40%  Responsible for the maintenance of the Bureau’s current automated systems for collecting statistical data         reports and survey responses.  Apply Excel advanced techniques to format data collection tools, to create          validation statements and formulas and to produce charts and graphs.  Create Access databases to develop,         conduct, analyze and present ad hoc data studies on a variety of CDSS issues.  Utilize Visual Basic for         Applications for both Excel and Access to alter existing report forms, create new report forms and surveys for         data mining as needed.  Research options to improve the Bureau’s automated data collection processes; and         designs, develops and implements those improvements when possible.  Oversee changes to the data collection         systems conducted by outside agencies or personnel when outside help is required.25%  Design, develop and implement automated surveys and other data collection instruments to obtain data on         CDSS programs to assess and formulate program policies and/or direction as well as to meet state and federal         reporting requirements.  This includes determining survey population, sampling strategies, developing research         questions, data base design and data compilation, analysis and presentation.10%  Design, develop and implement methodologies and processes to conduct and monitor systematic, critical and          intensive investigations of CDSS programs, policies and procedures.  Employ the application of sound and          ethical research principles, determine study scope, design and implementation.10%  Complete ad hoc special projects as required.  This includes reviewing and consulting on data collection          methods developed by other Department organizations as well as compiling, analyzing and displaying          information/data obtained by these other organizations.10%  Produce GIS maps for displaying data to identify trends, differences in performance and accomplishments          between regions and counties within the state.5%    Performs other duties as required.
	supervision27PS373APG3: The RA II receives general supervision and direction from the SSM I.  The RA II is required to utilize his/her initiative in completing assignments and may act as team leader or coordinate the efforts of various stake holders on projects.  The RA II may also be required to act for a manager in his/her absence.
	administrative28PS373APG3: None.
	personal29PS373APG3: The RA II interacts with all levels of CDSS Management staff, County welfare staff, public and private agencies, the general public, Legislative Staff, academicians, researchers and others as necessary.
	actions30PS373APG3: The work of the RA II is used to provide data to Department policy-makers and program staff for the development of policy and/or determination of program direction.  Lack of oversight on the part of the RA II could lead to inaccurate data reporting and faulty findings and the risk of adopting procedures and policies that are not effective in improving the outcomes for those in need of social services.  Much of the data collected is used to meet state and federal reporting requirements and the risk of incurring fiscal sanctions may occur for failure to meet reporting requirements and deadlines.
	other31PS373APG3: This job requires strong PC, analytical, statistical, interpersonal and communication skills.  Knowledge of various databases and statistical software packages (e.g., SAS) is desired.


